[Name of Company, Address, and Logo]

Employee Performance Evaluation Form
Employee Name





    Position





   Date





Circle one:  
30-day Evaluation 
 
60-day Evaluation       
90-day Evaluation       
Annual Evaluation
Rating Scale: 
5=Outstanding         4=Very Good          3=Fair           2=Questionable
      1=Unsatisfactory
	Performance Factors
	5
	4
	3
	2
	1
	Comments/Areas for Improvement

	Work Knowledge
	
	
	
	
	
	

	Work Quality and Accuracy
	
	
	
	
	
	

	Organizational skills
	
	
	
	
	
	

	Teamwork
	
	
	
	
	
	

	Customer Service
	
	
	
	
	
	

	Motivation/Initiative
	
	
	
	
	
	

	Attendance/Dependability
	
	
	
	
	
	

	Performance Factors
	5
	4
	3
	2
	1
	Comments/Areas for Improvement

	Appearance
	
	
	
	
	
	

	Professionalism
	
	
	
	
	
	

	Total ____________        Divide by 9 = ______________

	Additional Comments: 


My signature below indicates that I have read the Performance Evaluation and the evaluator or Manager has discussed it with me.

Employee’s Signature 








Date






I acknowledge that I have reviewed the Performance Evaluation with the employee.
Evaluator(s) Signature and Title






Date
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